@SD

OPERATIONAL SER SERVICES DIVISION

Job Aid:
COMMBUYS Vendor Registration

This Job Aid shows how to:
e Complete the vendor registration process in COMMBUYS

Of Special Note:
Vendors must register in COMMBUYS (even if they have previously done business with the Commonwealth of

Massachusetts) in order to receive notifications about bid opportunities, submit quotes, receive bid awards, or be issued
purchase orders through COMMBUYS.

Registering in COMMBUY'S allows you to specify company information that helps drive buyer search results and assists in
other aspects of the purchasing and bidding processes. Vendors are required to specify a Seller Administrator as part of
the vendor registration process. The Seller Administrator will maintain vendor business and catalog information in
COMMBUYS.

Appendix A provides information for various scenarios when your Tax ID is already in use

Screenshot Directions

COMMELYS m Step 1: Launching COMMBUYS

....... - . 1. Enter the uniform

‘ CQMMBUYS resource locator (URL)
i e A address for COMMBUYS

(https://www.commbuys.c

om) or (commbuys.com)

in your browser.

2. Once the COMMBUYS

landing page displays
e~y gy click on the Register
button.



file:///C:/Users/pgmartin/Documents/commbuys.com

D
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Screenshot Directions

i =3 Step 2: Starting the Registration Process
——— ; R — 1. Upon selecting Register, a pop-up
3 QQMMBUYS window appears requiring that the
s Create a Vendor Account FERATIONAL BERVKCES DAIION following fields be completed:
ax e = (D e Tax ID (of the entity transacting
d business with / receiving payments

from the Commonwealth)

impany Nan

‘ e Company Name

¢ Indicate type of Tax ID

sl | Lnited States of America s

e Country where main office is

. oo
= EEEE———

e Email Address

2. Click the Register button.

Note: COMMBUYS will confirm the Tax ID
entered does not already exist in the
system. If a Tax ID is already registered,
an email notification is sent to the email
address supplied to inform the individual
that they may not continue registration. If
COMMBUYS indicates that a tax ID is
already in use please see Appendix A for
further information.

GoteLll i Step 3 : Entering Company Information
A (O s | SRS WY S 1. Complete the form that appears on
the Company Information tab to
establish your company’s Vendor
Profile. Fields marked by an asterisk
(*) are required.

Ve Lags e’ o comsa s g e e o Sen

VS Untne S of Sowrn - 2

Check the information populated from
pre-registration. Make sure each item
is typed correctly.

3. When you have entered and reviewed
e all the required information on the
Company Information tab, click the
Save & Continue Registration
button at the bottom of the screen.
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‘Screenshot . Directions

Step 4: Applying for the Small Business
Purchasing Program (SBPP)

COMMILYS e :
1. You must select one of the options at

the bottom of the screen to continue.
Before selecting an option,
thoroughly read the Small Business
Purchasing Program (SBPP)
information page. It is important to
read this information carefully. It
explains what the requirements are
S R A T TR SR to qualify for this program. The three
e e s v it S S—— options are as follows:
oo e | Acknowledge: If your business
el - _ meets the eligibility requirements
: and you want to apply. Your
oz I ) ) , , information will be verified by the
: ' shepnes agencies listed in item 4 of the
o R R T information page.

o | Disagree: If you are ineligible
or do not wish to apply for the
SBPP. Choosing this option will
allow you to complete your
COMMBUYS registration, but
you will not be able to register for
SBPP through COMMBUYS.
(Skip to step 5).

e Not Now: If you want to come
back later to make your choice
about the SBPP. You will still be
able to complete SBPP
Registration at any time through
the Seller Administrator Control
Center.
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‘Screenshot . Directions

 COMMEUYS

Step 5: Completing the SBPP Pre-
Qualification Form

1. Answer each of the Program
Qualification Questions displayed on
this form. It is advisable to gather
information before starting the
application.

e Tax ID Type: Select either
Federal Employer Identification
Number or Social Security
Number.

e |s your principal place of
business located in
Massachusetts? : Your principal
place of business is typically
defined as the location of your
corporate headquarters. Select
Yes or No.

e Entry Name most recent tax
return filed under: If you are a
sole proprietor, please enter your
name as it appears on your most
recent tax return.

o Employer Identification
Number: Enter the Federal
Employer Identification Number
(FEIN) or Social Security Number
(SSN) from the tax form.

e Enter the type of business you
declared yourself as with the
state: Select the appropriate field.

e Does your organization employ
50 or less full-time employees?
Select Yes or No.

Hint: For clarification on any question, hover
over its blue question mark. Doing so triggers
a text box with helpful information.

Note: The information entered on this form
will be automatically transmitted to the
Department of Revenue for verification.

2. Once you have completed the form,
review it for accuracy.

Click Save & Continue to complete
the application.
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Screenshot Directions

Program Quallfication Resuits

Step 6: Reviewing Pre-Qualification

Pre-Qualification Results Results
pe meet the for the program. You may review your answers on the Small Business Purchasing
A . s -
@ 1. Review the pre-qualification results

displayed on this page. This
message is based solely on the
information entered into the
application, which has not yet been

OR processed by the Department of
Revenue.
Program Qualification Results 2 CIICk EX|t tO retum tO the Se”er
Pre-Qualtfication Resuts Administrator home screen.
Thoe iitars st bon yw prvidedd appears (i meet the e qualification (itsia P (e gurmgraon, subpert (0 wabidation You will iecerve & separste smail . ) )
BN your actinal el for the Simall Business Purchasing Pragram ance the validatian process iy complete NOteZ COMMBUYS Wl” Communlcate Wlth

you via e-mail once the Department of
Revenue verification is complete. Your SBPP
status will be marked “certified” if your data
was verified and your business meets the
eligibility requirements or “uncertified” if your
data could not be verified.

If the Department of Revenue does not verify
your eligibility, you will receive an email with
further instructions.

If you experience difficulties during the SBPP
registration process, contact COMMBUYS
Help Desk at 888-627-8283 or
commbuys@state.ma.us.
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Register - ABC Company, LLC - J]Doe@abcllc.com

Company Informavion  SEPP  Administrator Addvess Terms  Categones & Ceruficanons Commodity/Service Codes  Sumenary

Administrative User Information

Salutation v

First Name™ LastName"

Job Ticle™ Deparntment
Emai™ Prone”

Logmn D"

New Password™ Confirm Password”

Login Question” v Login Answer"™

Save & Continue Registration Reset Cancel

Step 7: Establishing a Seller
Administrator Account

1. Complete the form that appears on
the Administrator tab to establish a
Seller Administrator account, which
is used to maintain company
information and add / maintain users
associated with your Vendor Profile.
Fields marked by an asterisk (*) are
required.

2. Once this form has been completed,
click on the Save & Continue
Registration button.

Note: Record the Login ID and Password
used to create the account, as this
information is required to log in to the system
once registration is complete. Upon initial
login, you will be prompted to change your
password.

Passwords must be between 8 and 50
characters and contain at least 1 letter and 1
number.

Register - ABC Company, LLC - JDoe@abcllc.com

General General Making Adcress 1 00e
123 Man Screet
Acvytonm, MA 02316
vs

) JOSMGHRCE Com

Prcon. (61TISSS999

Add Another Address | Continue Registration I

Step 8: Adding Additional Addresses

1. The address screen displays,
including the information you
previously entered, populated as the
General Mailing Address.

2. If using only this General Mailing
Address, click the Continue
Registration button.

3. Toinput additional addresses, click
the Add Another Address button at
the bottom of the page and fill in the
required information. Click Save &
Exit. Upon creating each address,
select the address to use as the
default for each address type.

4. Once complete, click the Save &
Continue Registration button at the
bottom of the screen.
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Register - ABC Company, LLC - |]Doe@abcllc.com

Company Information  S8PP  Administrator  Address Terms  Categories & Certfications  Commodity/Senvice Codes  Summary

Save & Continue Registration Continue Registration

Copyright © 2016 Periscope Holdings, Inc. - All Rights Reserved

Step 9: Reviewing the Terms Tab

1. The Commonwealth is not currently
using the Terms tab. Vendor terms
will be negotiated on a contract-by-
contract basis and therefore do not
need to be entered during
registration.

2. Click on the Continue Registration
button.

Register - ABC Company, LLC - JDoe@abclic.com

Category: Disadvantaged Business Enterprise

Description: A check in “certified” indicates you are currently certified by the Supplier y a3 a Di Bus
Enterprise (DBE). Note that, once your COMMBUYS registration is complete, your selection will be validated against the SDO Directory of Certified Businesses. The
datadase is availadle for search at the following link.

Nz et

oseCatfus

Category: DOBE Category
FHO2 ST 52 MOTE OO CONGIYY v
e

O Wetcanten

00 ooetcentas

Category: DUNS Number
FIOZE S0MCT 62 MOS 008 COMP VIR

e

[ Trs i3 the DLNS romer 225nas to my Susoess

Save & Add Certification Save & Continue Registration Continue Registration

Step 10: Selecting Categories

1. Select the categories that accurately
reflect your organization. The
following categories are required:
Business Structure, Agreement,
and Business Type.

2. You will not be able to self-select
Supplier Diversity Office (SDO)
Certification Categories. All
applicable certifications are added to
the vendor’s profile by SDO within a
few days of registration.

3. Once you have made your
selections, click on the Save &
Continue Registration button.
Vendors are responsible for ensuring
that all selections are accurate.

JA_Vendors_COMMBUYS-Vendor-Registration_2017-10-06




SD

OPERATIONAL SERVICES DIVISION Job Aid: COMMBUYS Vendor Registration

Screenshot Directions

Step 11: Choosing Commodity/Service

Register - ABC Company, LLC - JDoe@abdilc.com

Codes
Covpary rioemasor 3PP  dommaraty  Aooens Tems G ores b {evficmors  Commodity/Service Codes Summary
Search 1. COMMBUYS uses United Nations
Standard Product and Service Codes
UNSP ST Segmens Family v

(UNSPSC) to identify goods and
uUNS?5COass - services. These codes support
searching and categorization of
goods and services in COMMBUYS.

UNSPSC Keyword camed

2. Add codes to your Vendor Profile by

entering a relevant keyword into the
© Use e U NSRS C Commpoiny-E95 Searen Engine Hf yOu are famitar witn e L N S P SC code. If not use he U N'S S € Cods Erowe UNSPSC Keyword field and clicking
the Search button.

Searcm

UNSPSCCode Browse Show Categories

O Seiec e gy Tt DES GRSOTDES Te DrOCLIT nd Senvice you offer. Otk on the question mark %or more informason 3 Select the COdeS relevant tO yOUr
o business and either click Save and

Add More to search for additional

O Coce Descrprion .

O ous e codgs or Save and Continue

O etem PR— Registration to move onto to the
next step in the registration process.

Save and AdD More Save and Continue Registraton

4. You can also search for
Commodity/Service Codes by using
the UNSPSC Segment-Family and

Register - ABC Company, LLC - JDoe@abdlc.com UNSPSC Class drop down menus.
Covpany irfoewasor S3PP  dominsratsr  fooens Tems  (ateporesbeficmocs Commodity/Service Codes  Surmmary 5 Select the Codes relevant to your
Search business and either click Save and
bixsrscsepmensansy 1411 - Pager produas v Add More to search for additional

codes or Save and Continue
00 - Paper products - . .
i Registration to move onto to the
S next step in the registration process.
Search usng AlLofthecrieria v
Sexah

0 Lz e U X S $5C Commadiny E79 Saacch Engine f you are familiar with mne U N SP 5 C code. ¥ not use the U NS 55 T Code Sromse deiom
UNSPSCCode Browse Show Categones

O Seiec the canegory Tum et esrides The SrOCUCE a0 senvice you offier. Tick on the queston miank for mare informesion.

1 Coce Destrigton
g =uw Super procecs
0 Srroeg a0 rTeg saoe

181118 Oy pEDe
= SemIons 3a0er FI0LT

118 ohess w38 e0eT

Save and #od Nore Save and Comtnue Ragrsyaton
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Register - ABC Company, LLC - [Doe@abdlic.com Step 12: Reviewing the Summary Tab
S— 1. The Summary tab displays
oo e-srgliifccani o —— information supplied during
e SO0 - presoslmiong O esvenca papuccan registration. Review all information
e ey Ssone - .
y Pragrems Aibiormathin on this page for accuracy.
e s s ety 2. To correct any information, return to
o e ke Sl the appropriate tab, correct and
EoT—— save information updates. Once you
— o= — ~— ~ have saved your updates, return to
e = = - the Summary tab.
= Address infoemetion
- B B I 3. Click the Complete Registration
o - = button to finish this stage of the
e ——— A - ~ registration process.
L
= Commodity-E5P3s And Servicas information
[o= — Tow
o i L £ Wogee
- Categary Besiness Structure
Category Business Type
Suore; Sxepre | or proic
Corrgmess Frgayaton
Step 13: Completing Registration
Thank You
Thash you for regatering weeh '.Gv\la’-’.ﬁ:qn'::o- tarfrmasss sl be emaded 3 1 Once you Cllck Com plete
L o T (TR ¥ Mastach s Registration, a Thank You message
that includes the COMMBUY'S Help
< Desk telephone number appears.
Cooprgre € 2014 Paridioge oidngs e - A Mgy Reserved . .
2. Click the OK button to be redirected
to the COMMBUYSS landing page.
S Thurcar et 1 SIS o] Upon initial login, you will be asked
Sebocts Verds Sagutiaton: R0C Company, to change your password.
Diest 1. Doe. 3. Upon completing your registration,
Thask yos fi segitecing with COMMIBUYS. Yioa acconss b bocn sivaned Bekrw yout will B yoce Jogi ) and poasssnd you will receive a confirmation e-
Loglo 1D ABCLLC1SS mail with your login credentials and
l\"‘e::':l: (:;:‘I:;'ix - ABC Crenpuay, L1 vendor number.
Mesie log tn 10 the COMMBATY'S spplication. If yoo Mave any quesions coscemsing vout scoount, plesse contact us wt (8178791521
Thask yom,
The Cotmenwealth of Masoclatsens - COMMRBUYS
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Screenshot Directions

Step 14: Changing Password on Initial

COMMEYE |~ ] Login
! & 1o COMMBUYS Training CQMMBUYS 1. Click the Sign In button at the top of
sy CPCAWTIRAL ShES e the page.

2. Once the login window appears,
enter the Login ID and temporary

et EXS password you created during
P % registration.

3. Click the Sign In button to continue.

Step 15: Changing Password on Initial
Login

Change Password

e ruvem—
@ 1ne N b ¢ s 18 g Pt b4 s | ey §
it d #¢ S0 CUMIRTNTE OE SETIAT & 1T 3T 4N I S8 e

1. Enter your temporary password into

E] the Current Password field.
g O
I, ——— — — S — 2. Enter your new password.

ot bor St

3. Re-enter your new password in the
Confirm New Password field.

4, Click the Submit button.

Note: If you experience difficulties during the
vendor registration or password change
process, contact COMMBUYS Help Desk at
888-627-8283 or commbuys@state.ma.us.
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Appendix A

Tax ID Already in Use

When COMMBUYS indicates that a Tax ID is already in use and your registration cannot move forward with
that Tax ID, it may be for one of several reasons:

1.

5.

Someone else (at your company) recently registered the company in COMMBUYS but didn’t let you
know.

An affiliate company (using same Tax ID) is already registered in COMMBUYS.

The Seller Administrator left your company with no back-up Administrator and you don’t have Seller
Administrator login credentials to update your account information.

Your company was previously registered in CommPASS and has been migrated to COMMBUYS but
you can’t access your COMMBUYS account, and you need your account reset with new temporary
login credentials to update your account information.

Someone has used your Tax ID without authorization.

If you receive a message indicating that your Tax ID is already in use, report the issue to the COMMBUYS
Help Desk for further instructions. The COMMBUYS Help Desk can be reached at 1-888-627-8283 or
commbuys@state.ma.us.
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